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TITLE OF ASSIGHMENT ASSIGHED TO STATUS AHD RESULTS
1. vital Records 5-12 Conducted Workshop for 18 persons (14 IDP,
3
1 ExReg)
25X1 2. ghelf File, | G8-12 Completed Installation ~ Provides 30% File
Expension Space and Released 10 Safe Csbinets.
3. Records Disposition Survey, IG ES-12 Completed. Prepared mew Records Control
Schedule; Established new £iling systen.
k. Survey of Agemcy Courier G8-12 Subnmitted report o DD8 proposing 27 changes
Bysten in Agercy Mail and Courier System. Principal

proposals concern reduction in delivery time
of mail to 3 hre. from present 5-20 hrs;
potential annusl savings of $1,814,550.

5. Review of Requests for Secure . b-12 Completed Review of 5 requests for Secure
Areas . Areas in different bulldings.
6. Burvey of Case Processing Porus GS 11 Completed. Report submitted to Director of
in Office of Security. Seculity proposing 26 changes in procedures
and listing 12 sccomplisbments during the
survey.
T+ BRequests for Hew and G812 Completed 5 new forms, revised 10 existing
Revised Forms forns; eliminated 2 unofficial Porms.
8. Operation of Ageney Records G8~13 Received 790 cu. £t. of records; disposed
Center and Vital Records of 422 cu. £t. of records and furnished
Repository 34,871 references to Agency cffices. On

Eand 30 June 1962 78,046 cu. f£t.

Assignments in process 1 July 1962 include: Revision of Vital Records Schedules {2); Revision of Records
Control Schedules (%); Review of Requests for Secure Areas (2); Requests for Shelf File Installations (6).
In sddition, Request from 0O Conitacts Division for procedures survey of the Index Section deferred
indefinitely until a staff person is aveilable to undertake the survey. Request frox Medical Staff o
establish & aystem for identifylng medical impairments of agency employees postponed wmtil a staff person
is avalilable. e
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The attached report summsarizes sone
of our principal asctivities during June.
This brings me up to & current status -

July 1.
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